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1. General information

The Museum of Australian Democracy (MoAD) recognises that its effectiveness depends on 

having the right people with the right skills in the right jobs at the right time. It is also 

committed to achieving good practice in its recruitment and selection process and with these 

guidelines seeks to provide a balance between operational requirements and the career 

aspirations and development needs of its employees.  

2. Purpose

The purpose of these guidelines is to detail MoAD’s policy in respect of non-SES recruitment 

and selection. It supports managers and employees undertaking a recruitment and selection 

exercise by providing information on the legislative requirements, best practice processes 

and options to ensure a timely and efficient selection that is both transparent and upholds the 

APS Employment Principles.  

3. Legislative framework for recruitment and selection

Employment in the Australian Public Service (APS) is governed by legislative framework. 

The key legislation includes the:     

• Public Service Act 1999 (the PS Act)

• Public Service Regulations 1999 (the PS Regulations)

• Public Service Commissioner’s Directions 2016 (the Directions)

• Public Service Classification Rules 2000.

The PS Act provides the overarching framework for the employment and management of 

APS employees. The PS Regulations and Directions detail particular requirements for the 

recruitment and selection process that give effect to the provisions of the PS Act.     

Other relevant legislation applying to employment actions and decisions includes the: 

• Old Parliament House Enterprise Agreement 2017-2020

• Equal Employment Opportunity (Commonwealth Authorities) Act 1987

• Fair Work Act 2009

• Long Service Leave (Commonwealth Employees) Act 1976

• Long Service Leave (Commonwealth Employees) Regulation 2016

• Maternity Leave (Commonwealth Employees) Act 1973

• Maternity Leave (Commonwealth Employees) Regulations 2017

4. Relationship with APS Values, Code of Conduct and

Employment Principles

It is imperative that  managers and employees consider the relevance of the APS Values, 

APS Employment Principles and Code of Conduct when undertaking a recruitment and 

selection exercise.  

Section 10 of the PS Act sets out the APS Values which articulate the culture and operating 

ethos of the APS and provide the framework within which employment powers will be 

exercised. APS employees must uphold the following Values:  

• impartial: The APS is apolitical and provides the Government with advice that is

frank, honest, timely and based on the best available evidence
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• committed to service: The APS is professional, objective, innovative and

efficient, and works collaboratively to achieve the best results for the Australian

community and the Government

• accountable: The APS is open and accountable to the Australian community

under the law and within the framework of Ministerial responsibility

• respectful: The APS respects all people, including their rights and heritage

• ethical: The APS demonstrates leadership, is trustworthy, and acts with integrity,

in all that it does.

Section 10A of the PS Act provides for the APS Employment Principles. The APS is a 

career-based public service that:  

• makes fair employment decisions with a fair system of review

• recognises that the usual basis for engagement is as an ongoing APS employee

• makes decisions relating to engagement and promotion that are based on merit

• requires effective performance from each employee

• provides flexible, safe and rewarding workplaces where communication,

consultation, cooperation and input from employees on matters that affect their

workplaces are valued

• provides workplaces that are free from discrimination, patronage and favouritism

• recognises the diversity of the Australian community and fosters diversity in the

workplace.

The Values and Employment Principles are supported by Directions which are binding on all 

APS employees. APS agency heads and APS employees are required to uphold the APS 

Values and Employment Principles. Additionally, agency heads are required to promote the 

Values and Employment Principles and SES employees are required to uphold the Values 

and Employment Principles, and promote them by personal example and other appropriate 

means. Together, the APS Values and Employment Principles are intended to shape the 

organisational culture of the APS. They are core components of positive cultural change, 

building stewardship, high performance and leadership, and fostering ‘one APS’. 

Section 13 of the PS Act relates to the Code of Conduct. The Code of Conduct sets out the 

standard of behaviour required by all APS Employees. The Code of Conduct requires that an 

employee must: 

• behave honestly and with integrity in connection with APS employment

• act with care and diligence in connection with APS employment

• when acting in connection with APS employment, treat everyone with respect and

courtesy, and without harassment

• when acting in connection with APS employment, comply with all applicable

Australian laws

• comply with any lawful and reasonable direction given by someone in the

employee's Agency who has authority to give the direction

• maintain appropriate confidentiality about dealings that the employee has with any

Minister or Minister's member of staff

• disclose, and take reasonable steps to avoid, any conflict of interest (real or

apparent) in connection with APS employment

• use Commonwealth resources in a proper manner

https://www.apsc.gov.au/one-aps
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• not provide false or misleading information in response to a request for

information that is made for official purposes in connection with the employee's

APS employment

• not make improper use of inside information, or the employee's duties, status,

power or authority in order to gain, or seek to gain, a benefit or advantage for the

employee or for any other person

• at all times behave in a way that upholds the APS Employment Principles, APS

Values and the integrity and good reputation of their agency as well as the APS;

• while on duty overseas, at all times behave in a way that upholds the good

reputation of Australia

• comply with any other conduct requirement that is prescribed by the PS

Regulations.

5. Principles guiding recruitment and selection

Merit must be applied to engagement and promotion decisions. All other employment 

decisions must be ‘fair’ in accordance with APS Employment Principle 10A(1)(a). 

Merit is considered to have been applied if the following conditions are met: 

• all eligible members of the community were given a reasonable opportunity to

apply to perform the relevant duties

• an assessment was made of the relative suitability of the candidates to perform

the relevant duties, using a competitive selection process

• the assessment was based on the relationship between the candidates’ work-

related qualities and the work-related qualities genuinely required to perform the

relevant duties

• the assessment focussed on the relative capacity of the candidates to achieve

outcomes related to the relevant duties

• the assessment was the primary consideration in making the decision.

MoAD considers that an employment decision is fair if there are reasonable grounds to 

support the decision.  

6. Delegations

The PS Act allows an Agency Head to delegate to another person many of the powers or 

functions under the PS Act. The delegation of the Director’s powers to agency employees 

can be found here: 

• PS Act delegations

• Human Resources delegations

Most powers relating to recruitment and selection of employees are delegated only to 

MoAD’s Delegate or Executive Level 2 (or equivalent) classification. Before exercising any 

power under the PS Act, a manager must ensure they have the authority to do so under the 

Delegations Schedule. 
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7. Definitions

Agency A Department, or an Executive Agency or a Statutory Agency. 

Agency Head The Secretary of a department, or Head of an Executive Agency or Head of a 

Statutory Agency. 

APS Values The Values (section 10 of the PS Act) articulate the culture and operating 

ethos of the APS and provide the framework within which employment powers 

will be exercised. 

APS Code of Conduct The elements of the Code (section 13 of the PS Act) articulate the standard of 

conduct required of APS employees.  

Assignment of Duties Section 25 of the PS Act, this is the action by MoAD head in determining the 

duties of an employee. It can occur at any time and is relevant to 

engagements, promotions, and movements. Duties may be assigned on an 

ongoing or non-ongoing basis and may be at the same, higher or a lower 

classification. Section 25 also allows an agency head to determine the place or 

places where the duties are to be performed within MoAD.  

Delegate An employee who has been formally delegated by the Director the 

responsibility to undertake specific actions, such as sign off a selection 

exercise. The delegation is carried out on behalf of the Director. 

Director Agency Head of Old Parliament House. 

Employment Opportunity a vacant position (or position) that is available for filling on an ongoing or non-

ongoing basis. 

Expression of Interest (EOI) An EOI process is used to fill a short term vacancy of between 3 and 12 

months. EOI opportunities are advertised to the whole agency. While the EOI 

process can be used to fill vacancy of less than 3 months, such a vacancy can 

also be filled from within the team. An EOI process can also be used to fill a 

permanent vacancy by a transfer at level (assignment of duties). 

Mobility Mobility provides the flexibility to place the right people in the right jobs, and 

provides employees with a range of career and development opportunities. 

Mobility should not be used by managers as a vehicle to avoid having to 

address performance issues or code of conduct matters. Flexible mobility 

arrangements are an important ingredient in promoting the development of a 

skilled and flexible workforce and the successful use of project teams and 

taskforces within OPH. Such arrangements also recognise that employees 

are employed to undertake work directed at achieving OPH’s corporate 

objectives and priorities, rather than being engaged just to perform a 

particular function or activity. 

Movement This refers to a move of an ongoing employee within or between agencies 

(section 25 or 26 of the PS Act). The move will be associated with the 

assignment of duties at a similar, higher, or lower classification. 

Non-ongoing employee A person engaged on a non-ongoing (or temporary) basis is referred to as a 

'non-ongoing' APS employee. A person can be engaged on a non-ongoing 

basis either for a specified term or for the duration of a specified task or for 

duties that are irregular or intermittent (sections 22(2) (b) and (c) of the PS 

Act). 
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Ongoing employee A person engaged on an ongoing (or permanent) [section 22(2)(a) of the PS 

Act] basis is referred to as an ‘ongoing’ APS employee. Section managers are 

required to release an employee who has been selected as part of a formal 

selection process for an ongoing move at level from within MoAD. The 

reassignment of duties would normally take place within a four week period, 

with the employees losing and gain Sections Managers agreeing on a starting 

date. 

Promotion Under section 4.6 of the Directions, a promotion is the ongoing assignment of 

duties to an ongoing employee at a higher classification than the one held by 

the employee. Note that the following are not promotions: 

• an assignment of duties at a higher classification to an ongoing

employee within a broadband, and

• the allocation of an operational classification to a person in a training

classification.

A promotion will also involve a 'movement' if the promotion is within or to 

another agency.  

Promotion Review 

Active Promotion Review 

(Part 5 of the PS 

Regulations)  

An ongoing employee who has applied for promotion to a particular position (or 

positions) but has been unsuccessful may apply to have the decision reviewed 

by a Promotion Review Panel (PRP) in the following circumstances:  

• the position(s) is at the APS 2 to 6 classifications the successful

candidate is an ongoing employee of the APS who will be promoted to

the position, or is an ongoing Parliamentary Service employee who will

be ‘engaged’ in the APS at a higher classification than their current

level

• the promotion decision was not made on the recommendation of an

Independent Selection Advisory Panel

• the promotion decision did not result from a review conducted by a

PRP.

Promotion Review 

Protective Review 

(Part 5 of the PS 

Regulations) 

Some selection exercises fill multiple position vacancies and result in a 

number of people being promoted. Candidates whose promotions are 

published in the Gazette in this circumstance and who expect other candidates 

to see a review of their promotion are able to lodge ‘protective’ applications for 

review. This involves lodging review applications against other persons whose 

promotions have been published in the Gazette from the same selection 

exercise 

Review of Actions [section 33 of the PS Act, Part 5 of the PS Regulations], an APS employee is 

entitled to a review of actions or decisions that relate to their APS employment. 

These review rights are available to all non-SES APS employees. The PS Act 

and Regulations specify certain exceptions to the types of employment matters 

that are reviewable.  

Temporary Reassignment Where an employee has been selected for temporary reassignment of duties 

within MoAD for a period of six months or more, as part of a formal selection 

process, the reassignment of duties will normally take place within a four week 

period, but the reassignment of duties is also subject to the overriding 

operational requirements of MoAD. The employees losing and gains section 

manager will agree on a starting date. 

Voluntary moves [section 26] An ongoing move requires the written agreement of an ongoing 

APS employee and the gaining agency head. The agreement of the losing 

agency head is not required. 
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8. Guidelines for Recruitment

Identify the employment opportunity 
Determine: 

• if it is an existing vacancy is there a continuing need for the duties to be performed

if the duties are new or have changed

• the appropriate classification for the new, changed or existing duties; where

necessary, consult the Work level standards to ensure that the work is classified

correctly

• whether the duties can be assigned to an existing employee on an ongoing or

temporary basis

• does the work area have the capacity to fill the position, ie: budget, accommodation

Types of employment 
Types of employment to fill vacancies are: 

• Ongoing employment (section 22(2)a of the PS Act)

A person may be engaged on an ongoing basis subject to meeting certain

specified conditions. This includes satisfying security clearance requirements,

police checks, citizenship requirements and medical requirements.

• Non-ongoing employment (section 22(2)b of the PS Act)

Engagement of a non–ongoing employment for a specified term or specified task

without a competitive selection can be an initial term of up to 18 months.

• Non-ongoing Irregular/Intermittent (section 22(2)c of the PS Act)

Duties that are irregular or intermittent (casual).

The more common basis for employment in the APS is as an ongoing employee. All job 

vacancies including backfilling arrangements for more than four weeks will be advertised 

internally by email. 

Types of non–ongoing employment 
In accordance with the PS Act, agencies may engage a person as an APS employee in one 

of the following non–ongoing categories of employment: 

• a specified term or for the duration of a specified task

• duties that are irregular or intermittent (casual)

Non-ongoing employees can be engaged on a full time, part time, or irregular or intermittent 

basis (casual). 

Non–ongoing employment opportunities available for less than 18 months are not required to 

be advertised in APS Jobs, however, if the employment opportunity extends 18 months or 

more advertising in APS Jobs will be required. 

If at the time of advertising a non–ongoing employment opportunity it is likely that within 

12 months it may become an ongoing employment opportunity, the vacancy can be 

advertised in APS Jobs for filling on either an ongoing or non–ongoing basis. Should the 

employment opportunity become ongoing in this time, the delegate can engage an employee 

on an ongoing basis from the existing order of merit. 
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Specified term employment 

A person may be engaged as a non–ongoing employee for a specified term for any of the 

following reasons: 

• to meet a temporary increase in workload

• to meet a temporary demand for employees with particular skills

• to replace ongoing employees who are on leave or temporarily doing other duties

• to do duties pending the selection of an ongoing employee

• if the person prefers a specified term employment to engagement as an ongoing

employee

• to engage an ongoing Parliamentary Service employee as a non–ongoing APS

employee.

Note: Extensions are only permitted where the specific criteria set out in PS Regulation 3.6 

are met. 

Specified task employment 

A person can be engaged for the duration of a specified task. Although the ‘task’ is not 

defined: 

• the task must be capable of being specified

• its duration must be able to be reasonably estimated

It is expected that the services of the person are unlikely to be required after the task is 

complete. The expectation is that a task is a ‘one-off’ occurrence, that it is not part of the 

usual workload of MoAD and that there is no ongoing employee who is suitable or available 

within MoAD. 

The period of engagement: 

• must be a period that represents a reasonable estimate of the time required for the

performance of the duties

• for a person engaged in accordance with paragraph (3)(a) or (b) – must not be more

than 18 months; or any extension of the engagement must be  for a period that

represents a reasonable estimate of the length of time required for the performance

of the duties

• subject to subregulation 3.5(5), the total period of the engagement, including any

extensions of the engagement, must not exceed three years (3.5(4)(c)).

Irregular or intermittent (casual) employment 

The types of duties covered by this category of employment include: 

• one-off short term tasks/duties that do not fit within either the specified term or

duration of a specified task categories

• circumstances when duties need to be performed on an intermittent basis but

there is no regular pattern of work and part time work is therefore inappropriate

• ad-hoc basis.
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Develop selection documentation 
Existing selection documentation and position description must be revised and updated to 

meet agency requirements. Position descriptions must be described accurately and in enough 

detail so that candidates gain a clear understanding of the position. The selection 

documentation describes the following aspects of a job: 

• the position

• duties

• key attributes.

Work level standards 
Selection documentation should be assessed in accordance with the APS Work level 

standards. Prior to recruitment action commencing the delegate should be satisfied that the 

level at which the job is classified is appropriate.  

Executive management group and delegate approval 
Executive Management Group (EMG) and / or delegate approval must be obtained prior to 

commencing all recruitment actions. Approval is sought through the Staffing request EMG 

summary sheet and Request to advertise documentation endorsed by the appropriate 

delegate. People and Strategy must receive all approved documentation prior to any 

recruitment action. 

Recruitment actions 
In the first instance the APS redeployment register will be checked by People and Strategy 

for any suitable candidates to fill job vacancies.  

MoAD temporary register can also be used to fill non–ongoing casual vacancies within Visitor 

Services and Schools Learning. 

All job vacancies including backfilling arrangements for more than six months will be 

advertised internally by email. 

Ongoing and non-ongoing positions available for 18 months or more will be advertised 

externally in APS Jobs. Other print/web advertising, including Museums Australia, Seek and 

LinkedIn can be considered at the Manager’s discretion. The cost of additional advertising 

will be provided by the advertised team. 

MoAD publishes jobs on APS Jobs weekly. Generally positions will remain open for two 

weeks from advertising. In some circumstances positions may be open for a longer or 

minimum period of seven days.  

Contact officer 
The contact officer is responsible for informing potential candidates about the position. In 

selecting the contact officer consideration needs to be given to their availability during the 

period of advertisement. The contact officer should not be a potential candidate or be 

perceived to have any conflict of interest.  

Prior to notifying an employment opportunity in APS Jobs, the Selection Advisory Committee 

(SAC) convenor, as far as practicable, should establish the selection committee and 

determine its composition.  

http://oph-intranet/corp_docs/HR/Work_Level_Standards.pdf
http://oph-intranet/corp_docs/HR/Work_Level_Standards.pdf


Recruitment and selection guidelines June 2021 9 

Identified position and special measures 
Identified positions are positions that are open to Indigenous and non-Indigenous people who 

meet the following role specific criteria: 

• specific knowledge and understanding of Indigenous Australian cultures and issues

• the ability to communicate sensitively and effectively with Indigenous communities

Special measures provisions identify jobs that are restricted to Aboriginal and Torres Strait 

Islander candidates. These are to provide job opportunities for Indigenous people.  

Other than the specific criteria or the restrictions about who may apply, all other minimum 

requirements for merit based selection apply. 

Forming the selection advisory committee 
The role of the SAC is to assess candidates, document their findings in a report and make a 

recommendation to the delegate for the filling of the vacancy/ies. The committee will have 

regard to equity and diversity principles, the protection of personal information and 

confidentiality issues as they relate to recruitment and selection. 

The convenor of the SAC will be at least one classification level above that of the vacancy 

and be an ongoing APS employee; SACs can consist of a minimum of two members with 

delegate approval. One member must be independent, from outside the immediate work area 

or outside MoAD. It is recommended that the manager of the work area be the convenor. 

It is not mandatory to have both genders on a SAC. The committee members must however, 

be aware of their obligations to ensure a process that does not favour a particular gender or 

cultural group, and ensure the process allows for diverse opinions and experience in order to 

select the best candidate for the vacancy.  

If a SAC member has a relationship outside of the immediate work environment with a 

candidate, or is supervising or providing information on a candidate, care needs to be taken 

that there is no conflict of interest, perceived bias (negative or positive) or patronage or 

favouritism. The SAC member should declare this to the other SAC members and People and 

Strategy who will then determine whether the SAC member should stand aside from the 

whole process. 

All those involved in the recruitment and selection process are expected to commit to a timely 

completion of the process; MoAD expectation is that a process would be completed within four 

weeks from the closing date. A prompt response to candidates builds MoAD reputation as a 

responsible and capable employer.  

Late applications 
Contact officers are responsible for determining whether a late application will be accepted 

and if a late application is accepted, the candidate must be assessed on the same basis as all 

other candidates. Applications must not be accepted once the assessment process has 

commenced.  

Supplementary advertising 
If a limited field is attracted, supplementary advertising/sourcing of candidates can occur. If 

supplementary advertising/sourcing occurs more than four weeks after APS Jobs advertising 

a further notice will be required in APS Jobs.  
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Selecting the preferred candidate 
All selection decisions relating to the engagement or promotion of an ongoing employee are 

based on merit and must comply with section 10(2) of the PS Act which requires all of the 

following: 

• an assessment of the relative suitability of the candidates for the duties using a

competitive selection process (subsection 10(2)(a))

• an assessment based on the relationship between the candidates' work-related

qualities and the work-related qualities genuinely required for the duties

(subsection 10(2)(b))

• the assessment to focus on the relative capacity of the candidates to achieve

outcomes related to the duties (subsection 10(2)(c)) and

• the assessment to be the primary consideration in making the decision (subsection

10(2)(d))

Short listing 
The SAC conducts preliminary assessment of applications to determine eligibility to the APS 

and claims against the advertised vacancy. The SAC is to determine a shortlist of candidates 

to be further assessed, noting reasons for non–selection for further assessment in the 

selection report.  

It is not necessary for SAC members to exclude candidates who have not provided all 

relevant information. For example a candidate who has not provided a statement of claims, 

may have provided sufficient information in their supporting documentation to allow the SAC 

to make a decision regarding their suitability. Each SAC member is responsible for undertaking 

a systematic approach to assessing each of the candidates’ claims against each criterion. SAC 

members should then meet to finalise the short-listing process. 

Following the short-listing process, the convenor shall inform unsuccessful internal candidates, 

as a matter of courtesy, before the next phase of the process occurs.  

Note: there may be instances where the SAC determines that none of the candidates are 

suitable for further assessment.  

People with disability 
The merit principal applies to candidates with disability. When short–listing a candidate with 

disability selection panels should consider what, if any reasonable adjustment/s may be 

needed. Candidates may need to be contacted to identify what adjustments may be needed. 

In some instances reasonable adjustment may mean adjusting the nature of the selection 

activity, for example: 

• allowing a candidate with visual disability more time to complete a work based test

• ensuring the premises are accessible to a person using a wheelchair

Reasonable adjustment is about making changes to ensure equal opportunity for people with 

disability. Aligned with the Australian Public Service Commission (APSC) Disability 

Employment Strategy, MoAD has implemented a guaranteed interview scheme, whereby any 

candidate with disability who meets the minimum criteria for a job is interviewed. 

Selection methods 
A number of selection methods can be used by the SAC to further assess candidates. The 

preferred method of assessing candidates should be based on behavioural principles.  
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Suggestions for selection methodology include: 

• structured interviews based on behavioural principles

• reference checks based on behavioural principles

• work based tests

• presentations.

Structured interviews based on behavioural principles 
The key aspects of a structured interview are: 

• predominantly behavioural style questions that are specific to the classification, the

position being assessed and to draw on examples to support claims

• a method of scoring candidate responses (usually in the form of a rating for each

attribute or duty).

It is good practice to ask all candidates the same set of questions; however additional 

questions may assist in gaining further information or clarifying a candidate’s response (e.g. 

their role in a particular situation). 

The use of theoretical and leading questions during interviews is generally not encouraged 

but in some instances, may be appropriate.  

MoAD practice is to conduct interviews for all formal processes. The overriding issue is that 

the selection exercise must be sufficiently robust to enable the SAC to make a valid selection 

recommendation to the delegate. Should a SAC wish to consider not conducting interviews 

they must discuss this with People and Strategy. 

Candidates unavailable for interview 
When applying for advertised positions applicants should ensure they are available for 

interview. The selection process should not be delayed excessively for a candidate who is 

unable to attend an interview or testing. The SAC may hold interviews or testing on days 

different from the rest of the other short listed candidates for example, or offer to conduct a 

telephone/Skype interview. However if the candidate makes no effort towards the options 

offered in a timely manner, the SAC may exclude the candidate from the process.  

Referee reports 
While there is no legislative requirement to obtain referee reports it is good practice to obtain 

at least one referee report for those candidates in strong contention for the position. 

Reference checks should be conducted verbally and on a behavioural basis. It is preferable 

that referee comments are obtained from the current manager. If a candidate has not 

nominated their current manager as a referee, the SAC should contact the candidate to 

determine the reason.  

The purpose of referee comments is to validate information. Referee comments should be 

documented and provided to the referee for confirmation only when adverse comments have 

been made. Referees must be advised that their referee comments will be made available to 

the candidate upon request. Candidates should be given the opportunity to address any 

adverse comments that are made by referees. 

A SAC member who has been nominated as a referee should provide a written report prior to 

commencing assessing any applications. 
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Make the selection 
Once the SAC has conducted its assessments, it needs to determine the most suitable 

person and any other candidates who may be suitable for inclusion on a merit list.  

The SAC should allocate sufficient time at the conclusion of the assessment process to 

deliberate on the information obtained from candidates and referees. The deliberation must 

be restricted to only that information gathered through the selection process, that is, 

information obtained from other sources, i.e. third parties not associated with the process 

must not be considered. 

Note: All candidates may not necessarily be found suitable or need to be ranked on an order 

of merit list.  

Merit lists 

Establishing a merit list 

The outcome of a selection process will be an order of merit that lists each candidate in order 

of suitability following a fair, open and competitive assessment of their ability to do the job. 

Merit lists can be completed in two ways; candidates are: 

• rated as highly suitable or suitable and ranked in numerical order. Positions are

offered in strict numerical order

• ranked in groups (e.g. highly suitable, suitable). Successful candidates can be

chosen from a group in no particular order, however highly suitable candidates will

be offered a position before suitable candidates.

An existing merit list can significantly reduce the time taken to hire. Existing merit lists may 

be used to fill the same or a similar vacancy within twelve months of the original advertising 

date. A ‘similar’ employment opportunity is defined as a vacancy at the same classification 

level with very similar duties. 

There is no mandatory requirement to use an existing merit list to fill vacancies. Managers 

may choose to notify the employment opportunity in APS Jobs to attract a new field of 

candidates.  

A candidate who declines a job offer remains on the merit list unless they advise in writing 

that they wish to withdraw from any further consideration, information to be provided to 

People and Strategy. 

Sharing a Merit List 

Since 1 December 2016, agencies have been able to share merit lists for recruitment in 

specified circumstances. 

Where vacancies are similar, as defined in the Directions, an agency will be able to fill the 

vacancy with a candidate found suitable through a process conducted in another agency. A 

vacancy is 'similar' where it: 

• is at the same classification

• is in a similar location

• comprises similar duties, and

• is the same category, i.e. ongoing or non-ongoing.

Agencies must provide access to merit lists created for SES vacancies and centrally 

coordinated entry level programs. 
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Access to merit lists for other vacancies is at the discretion of MoAD and by agreement with 

individual candidates. 

Before providing candidate details to any other agency, the original recruiting agency will first 

need to confirm with individual candidates that they agree for their details to be given to the 

new agency. 

9. Implementing the decision

The selection report 
The purpose of the selection report is to document the process surrounding the recruitment 

of the position and the selection of the preferred candidate. As a minimum requirement, the 

report should: 

• describe how the employment opportunity was notified

• refer to and provide a copy of the selection documentation

• include a list of candidates

• describe the selection process and include data that was used to validate the

committee’s assessment (preferably behavioural based)

• provide an individual assessment for all short-listed candidates

• provide a rationale for the decision – comparative comments on competitive

candidates or those included in an order of merit.

Draft SAC reports should be submitted to People and Strategy for comment prior to obtaining 

delegates approval. MoAD requires selection decisions to be made within four weeks of the 

closing date in APS Jobs.  

Minority report 

Where SAC members cannot make a unanimous recommendation, separate minority reports 

must be submitted for the delegate’s consideration. The delegate will consider all 

reports/information provided and may decide to: 

• accept one of the reports

• direct the SAC to reconvene with a view to reaching a unanimous decision

• direct that a new SAC be convened

• require the position be readvertised

• make a different decision based on the information provided and document their

reasons.

Communicating the decision 
The convenor of the SAC is responsible for verbally advising successful candidates of the 

outcome of the selection process once approved by the delegate, and unsuccessful 

interviewees once the preferred applicant has accepted (if applicable).  

The People and Strategy team will issue written notification of the employment offer to the 

successful candidate/s and will advise other unsuccessful candidates, providing convenor 

contact details for those candidates seeking feedback. 

Conditions of engagement 
The engagement of employees will be subject to specific conditions, including Australian 

citizenship, meeting probation, obtaining a security clearance and completing a health 

declaration. 
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Candidates being offered employment must be notified of any conditions before 

engagement. Other conditions may be imposed but must be in accordance with merit-based 

selection and the other APS values. Any conditions of engagement must be specified in 

employment offer letters.  

10. Appeals and reviews

Review of promotion decisions 
Promotion involves the assignment of duties to a higher classification and does not apply to 

non–ongoing employees. 

The only ground for a review of a promotion is merit, i.e. the review candidate believes they 

have stronger claims, in terms of skills and other work-related qualities, to the particular job 

than the person who was promoted. 

An employee who has applied for a particular job may apply to have the decision reviewed if: 

• they are an ongoing APS employee who has applied for promotion to the job(s)

• the job(s) is at or below the APS 6 classification

• the successful candidate is an ongoing employee of the APS who will be promoted

to the job, or is an ongoing Parliamentary Service employee to be ‘engaged’ in the

APS at a higher classification than their current level

• the promotion decision was not made on the recommendation of an Independent

SAC

• the promotion decision did not result from a review conducted by a PRP.

Review of actions 
In accordance with section 33 of the PS Act, all APS employees (except SES employees) 

are entitled to review of actions or decisions that relate to their APS employment. Certain 

employment actions are exempt from review, including termination of employment. 

PS Regulation 5.23 and Schedule 1 to the PS Regulations provide limits on review.  

Further information can be obtained from the APSC website or People and Strategy. 

https://www.apsc.gov.au/reviews-action
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11. Quick reference guide

Based on the requirements of the legislative framework and MoAD’s commitment to fairness 

and transparency in employment decisions the following measures must be followed in the 

recruitment and selection process. These measures represent the minimum requirements for 

conducting merit-based selections. The delegate may require the SAC to observe or 

undertake additional procedures on a case-by-case basis.  

The delegate must be satisfied that the job to be filled: 

• is necessary to effectively and efficiently contribute to the delivery of outputs

• has been appropriately defined through a position description that enables

assessment of candidates’ work-related qualities in relation to the work-related

qualities genuinely required to perform the duties

• is appropriately classified in accordance with the Work level standards.

A formal selection process is undertaken to fill a job by: 

• promotion

• engagement of an ongoing or non–ongoing employee for 12 months or more

and/or less than 12 months if required

• temporary reassignment of duties at a higher level for six months or more or an

aggregate of six months or more.

An informal selection process through an expression of interest can be used to fill a job by: 

• engaging a non–ongoing employee for less than 12 months

• reassignment of duties at level

• reassignment of duties on reduction

• temporary reassignment of duties for less than six months

• temporary reassignment of duties at level.

All positions will be advertised to staff via email, as a minimum. 

Successful candidates must be Australian citizens or in the process of becoming Australian 

citizens.  

SACs can consist of a minimum of two members with delegate approval with the convenor 

being one classification level higher than the advertised position. One member must be 

independent, i.e. from another branch or agency.  

SAC members who are to be referees for a candidate/s must submit a written referee report 

before short-listing commences. A copy should also be provided to People and Strategy. 

Referee reports must be obtained for those candidates in strong contention for the position. 

Referee reports should be obtained verbally, documented and verified by the referee if there 

are any adverse comments made. Candidates should be provided with an opportunity to 

comment on any adverse referee comments. 

The SAC is required to provide feedback to all internal candidates. 

A merit list may be used to fill the same or similar position/s arising within 12 months from the 

date of original advertising in APS Jobs.
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12. APS Jobs advertising requirements

Requirements to advertise in APS Jobs will depend on the type of engagement, see below 

Engagement type Advertise in APS Jobs? 

Yes   No 

Comments 

Internal ongoing assignment of 

duties at level (transfer) within 

MoAD 

√ 

An employment opportunity (not associated with a 

promotion) is not required to have been 

advertised in APS Jobs 

External ongoing assignment of 

duties (at level) to OPH √ 

An employment opportunity (not associated with a 

promotion) is not required to have been 

advertised in APS Jobs 

Ongoing engagement to a 

position in OPH (i.e. new APS 

employee) 

√ 

The employment opportunity must have been 

notified in APS Jobs 

Ongoing APS employee is 

promoted to a position in OPH 
√ 

The employment opportunity must have been 

notified in APS Jobs 

Engagement or promotion from 

an existing order of merit (must 

be within 12 months of APS Jobs 

advertising date) 

√ 

Only where a similar employment opportunity has 

been advertised in APS Jobs in the previous 12 

months the existing merit list may be used and 

further advertising is not required 

Engage an existing non–ongoing 

employee as an ongoing 

(permanent) employee √ #√ 

#APS Jobs advertising is not required only if: The 

employment opportunity was advertised in APS 

Jobs as a ‘non–ongoing employment opportunity 

with the potential to become ongoing’ within the 

previous 12 months 

Ongoing employee on temporary 

transfer at level or higher  √ 

Not required to have been advertised in APS Jobs 

An EOI must be conducted for opportunities of six 

months or more 

Engage a non–ongoing 

employee for up to six months 
√ 

If it becomes evident the employment opportunity 

will be available for more than 12 months it must 

be advertised in APS Jobs at the earliest 

opportunity 

Engage a non–ongoing 

employee for more than 12 

months 

√ 

The employment opportunity must reflect a merit 

based selection process and must be advertised 

in APS Jobs 

Engage a non–ongoing 

employee on an intermittent or 

irregular basis (casual) 

√ 

Employment opportunity not required to be 

advertised in APS Jobs, however a temporary 

register can be advertised at any time  

If at any stage the employment pattern changes 

from irregular to regular, the employee must be 

offered a new non–ongoing employment contract 

stating the regular work hours. Regulations 

regarding advertising non–ongoing employment 

will apply 
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13. Specified term employment

Item (reg 

3.5(2)) 
Reason 

Maximum Period for 

Initial Term 

Extension 

(maximum total 

period)# 

1 To enable MoAD to meet a temporary increase 

in the workload of MoAD, or of a component of 

MoAD, that MoAD head does not expect to 

continue 

Term not exceeding 

18 months 

Total term cannot 

exceed three years 

2 MoAD has a temporary demand for employees 

with particular skills 

Note: In relation to this item, ongoing APS 

employees in MoAD with those skills are, or 

have been: 

(a)given the opportunity to express interest in

performing the relevant duties; and

(b) considered for performance of those duties.

Term not exceeding 

18 months 

Total term cannot 

exceed three years 

3 To replace an ongoing APS employee who is 

on leave authorised by MoAD 

Term not exceeding 

18 months 

Total term does not 

exceed three years  

4 To replace an ongoing APS employee to 

whom other duties are temporarily assigned 

Term not exceeding 

18 months 

Total term does not 

exceed three years  

5 To replace an ongoing APS employee who 

moves temporarily to another agency 

Term not exceeding 

18 months 

Total term does not 

exceed three years  

6 To replace an ongoing APS employee pending 

engagement of another ongoing APS 

employee 

The lesser of: 

(a) six months from the

date of the

engagement; and

(b) the period ending

when an ongoing APS

employee is engaged

No extension 

7 To undertake duties for MoAD pending 

engagement of an ongoing APS employee to 

undertake the duties 

The lesser of: 

(a) six months from the

date of the

engagement; and

(b) the period ending

when an ongoing APS

employee is engaged

No extension 

8 The person: 

(a) has been offered, in writing, engagement

as an ongoing APS employee; but

(b) prefers to be engaged for a specified term.

Term not exceeding 

three years 

No extension 

9 To enable MoAD to engage an ongoing 

Parliamentary Service employee as a non–

ongoing APS employee 

Term not exceeding 

three years 

Total term must not 

exceed three years 

#Note: Extensions are only permitted where the specific criteria set out in PS Regulation 3.6 

are met. 
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14. Common Myths about Recruitment

Myth Reality 

You must have a vacant 

position; you cannot recruit to a 

level.  

You can recruit to a level. 

A vacancy must be filled at the 

same APS level.  

A vacancy presents an opportunity to re-evaluate and redefine 

the role, including the duties, capability requirements and 

classification level. Note, however, that the vacancy must be 

filled at the level at which it is advertised.  

You cannot personally contact 

people and invite them to apply. 

Individuals can be targeted and encouraged to apply for a 

position. Inviting a person to apply does not guarantee them the 

role or an interview; suitable candidates still need to compete in a 

merit based selection exercise.  

A selection committee must 

have three members.  

A selection committee can be a single person. However best 

practice is a minimum of two people on a selection panel.  

A selection committee must 

have a male and a female 

member.  

There are no gender requirements specified in legislation. 

However, it is good practice for selection teams to reflect a 

diverse range of opinions and experiences in order to select the 

most suitable candidate/s.  

All applications must be 

reviewed by the Selection 

Committee  

Pre-screening of applications can be undertaken by an external 

scribing service or Human Resources which would identify 

candidates into groups of yes, no and maybe – with the 

committee to quickly scan the maybe’s.  

You cannot ask candidates to 

provide additional information 

(e.g. to help with short-listing). 

Additional information can be sought to help the selection 

committee make a decision, such as whether to proceed to an 

interview. An example might be to ask for a sample of work.  

There must be an interview. There is no requirement to hold an interview, which is simply one 

of a wide range of selection options available. Other options 

include work sample tests, behavioural questionnaires, ability 

tests and referee checks. Using different selection options to test 

different capability requirements (e.g. a work sample test to 

assess written skills) allows the selection committee to assess 

the skills, personal qualities and knowledge of candidates more 

accurately.  

All internal candidates must be 

interviewed.  

There is no legal requirement to do this. 

All interviewees must be asked 

the same questions.  

Not so, but this is a good place to start. It is important to test for 

specific skills and capabilities. Additional questions might help 

gain further information or clarify a candidate’s response (e.g. 

their role in a particular situation).  

Candidates must be ranked in 

order  

There is no requirement to rank candidates in a particular order; 

they can simply be grouped, for example, as highly suitable or 

suitable for similar opportunities that may arise.  

Myth Reality 
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Assessment weightings, if they 

exist, must be in the favour of 

the interview results.  

There is no requirement for weightings or for weightings to favour 

interviews.  

Interviews can be prone to bias and often have limited 

effectiveness as predictors of on-the-job performance. No 

selection technique is 100 per cent accurate in identifying 

whether or not a candidate will perform well in a role, so a range 

of selection options may need to be used to collect valid and 

reliable information.  

Selection committee must 

obtain a referee report for every 

candidate.  

There is no requirement to obtain referee reports for all 

candidates.  

You can only use written 

references.  

Not so. In fact, a verbal reference is not only acceptable, it also 

allows you to collect better evidence. The verbal reference check 

must be documented.  

Only nominated referees may 

be contacted.  

You can contact people other than nominated referees (such as 

previous managers) as long as you comply with the Privacy Act 

1999, procedural fairness and natural justice. Advise the 

candidate in advance that you intend to seek referee comment 

from additional people, and give the candidate an opportunity to 

address any adverse comments that arise.  

You are also not obliged to speak to all referees nominated by 

the candidate.  

Supporting documentation 

Equal Employment Opportunity (Commonwealth Authorities) Act 1987 

Fair Work Act 2009 

Long Service Leave (Commonwealth Employees) Act 1976 

Long Service Leave (Commonwealth Employees) Regulation 2016 

Maternity Leave (Commonwealth Employees) Act 1973 

Maternity Leave (Commonwealth Employees) Regulations 2017 

Public Service Act 1999 

Public Service Act Delegations 

Public Service Regulations 1999 

Public Service Commissioner’s Directions 2016 

Public Service Classification Rules 2000. 

Old Parliament House Enterprise Agreement 2017-2020 

Old Parliament House Instrument of Human Resources Delegation 

https://www.legislation.gov.au/Details/C2018C00220
https://www.legislation.gov.au/Details/C2020C00393
https://www.legislation.gov.au/Details/C2018C00097
https://www.legislation.gov.au/Details/F2017C00408
https://www.legislation.gov.au/Details/C2013C00257
https://www.legislation.gov.au/Details/F2019C00593
https://www.legislation.gov.au/Details/C2019C00057
https://www.apsc.gov.au/delegations-under-public-service-act-1999-and-subordinate-legislation-0#:~:text=%20Delegations%20under%20the%20Public%20Service%20Act%201999,by%20an%20Agency%20Head.%20The%20prior...%20More
https://www.legislation.gov.au/Details/F2019C00020
https://www.legislation.gov.au/Details/F2019C00615
https://www.legislation.gov.au/Details/F2014C01338
https://moad-web.s3.amazonaws.com/heracles-production/585/8e8/6b0/5858e86b093ada2fa6dfc3d0c78431c287f71b282af5e88421ae31ceb2e2/enterprise-agreement-2017-2020.pdf



